Training Needs Analysis Form

Sage Payroll for Windows

quality’

Please take a few moments to complete this form. It will help us to determine your current skill level and design a
tailored training programme to suit. Please be honest and accurate with your answers. Thank you.

Name:

Company:

Department:

Have you used Sage Payroll before? | =« Yes | =& No

If yes, which version of Sage Payroll have you used? Please specify:

How would you rate your skill level with Sage Payroll? =& Beginner | =& Intermediate | =& Advanced

If you have not used Sage Payroll, have you used any other computerised payroll package before?

Please specify:

If you have used payroll software before, which of the

following functions have you performed?

=& Setting up
the system

= & Weekly/monthly
processing

= & Payroll
Year End

If none or minimal
Task How would you rate your knowledge of this task? would you like to
know more?
Working with Windows and the = None =& Minimal =& Good =& Yes == NO
mouse
Setting up company details, = None 22 Minimal & Good = Yes e NO
departments and pay elements
Setting up holiday/absence = None = & Minimal =& Good =& Yes =2 NO
schemes and pension schemes
Creating and editing employee = None 22 Minimal = Good = Yes e NO
records
Assigning pay elements to =& None 22 Minimal = Good =& Yes =z NO
employees
Entering year to date amounts for = None & Minimal =& Good =& Yes e NO
new employees
Maintaining the Holiday and =& None 22 Minimal = Good =& Yes =z NO
Absences Diary for employees
Processing payments, deductions | < None & Minimal =& Good =& Yes e NO
and attachments
Processing Statutory Maternity =& None & & Minimal =& Good =& Yes =& NO
Pay and Statutory Sick Pay
Processing holiday pay and =& None =& Minimal =& Good =& Yes =z NO
pension payments
Dealing with Tax Credits and =& None & & Minimal =& Good =& Yes =& NO
Student Loan Payments
Printing pay slips and payroll =& None =& Minimal =& Good =& Yes =z NO
reports
Processing leavers and producing [ < None & & Minimal =& Good =& Yes =& NO
the P45s
Producing and understanding the | < None =& Minimal =& Good =& Yes == NO
P32 Employers Summary Report
Setting up and posting through the | =< None & & Minimal =& Good =& Yes =& NO
Nominal Link
Recording car/fuel/ mileage =& None 22 Minimal =& Good =& Yes == NO
details and calculating class 1A NI
Printing year end statutory forms = None 2= Minimal = Good = Yes ez NO
Setting passwords and access =& None =& Minimal =& Good =& Yes =2 NO
levels
Backing up and restoring payroll = None 2= Minimal = Good = Yes ez NO
data

Are there any other topics, not shown above, which you would specifically like covered? Please specify:
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